
Reminder: Upcoming Business Seminar 

Dear [Recipient's Name], 

This is a friendly reminder about the upcoming Business Seminar scheduled for [Date] at 

[Location]. We are looking forward to your participation! 

Details: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Venue: [Location] 

• Topics: [Topics of Discussion] 

Please confirm your attendance by [RSVP Date]. If you have any questions, feel free to contact 

us at [Contact Information]. 

We look forward to seeing you there! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


